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OF NEED FOR EILECTRIC
TYPEWRITERS

GENERAL

This Reguletion prescribves policles end procedures for determinetion of the
need for the acquisition, use, and release of major or electrically operated
office business machines and related equipment so that the most efficient and
economical utilization of these costly machines msy be achieved.

2.

SCOFE

This Regulation espplies to sll office business machines and related equipment,
as defined in paragreph 3, acquired, transferred, or released through headquarters
for I cversese instsllations, except that machilnes and related equip~
ment required for operational purpcses and procured with funds provided for in
approved opesrational projects of the Deputy Director (Plans) ere excluded from
the provisions of this Regulation.

3.

DEFINITIORS

For the purpose of this Regulation the term "office business machines” pertains
to mejor or electricelly operated machines and related equipment in the genersl
categories of:

a,

&

h.

i.

Punched-card machines and suxilisary equipment
Electronic computers and date processing machines
Bookkeeping machines

Electric typewriters

Computing machines, lisiing and nonlisting
Dietating machines

Transcribing machines

Time recorders

Time stamps
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k. QCash registers

1. Specisl machines or devices designed to solve specific administrative
or documentation problems

k., POLICIES
It is the policy of the Agency to:

a. Utilize office business machines wherever they will improve efficlency,
effect esconomies, expedite opemtiom ; or produce nacessary results
uncbteinsble by other means.

b. Establish, to the extent practicable and feasible:

(1) Centralized installations of machines, in the general categories
named in parsgraphs 3a and b, for overall Agency use.

(2) Pools of machines, in the general categories named in paregraphs
3c and &, within Agency components.

¢. Release sll mechines in axcess of needs.
5. RESPORSIBILITIES

a. The Deputy Director izntelligema), the Deputy Director (Administration),
the Deputy Director (Plans), the Dirsctor of Treining, the Assistant
Director for Communicatlions, and the Assietant Director fér Personnel
(hereinefier refarred to as Chiefs of Major Components), or their designees,
ere responginle for spsuring proper utilization of existing egquipment,
approving requessts for office business machines, anil ensuring the release
of all office business machines in excess of their needs.

b. Esgh supervisor is responsible for determining that his office business
wachines sre belng used in the most efficient and economical manner,

¢. The Chief of the Mansgement Steff is responsible for:

{1) Conducting studles of office business machines and related equipment
to determine their possibvle application in the Agency, disseminating
information related thereto, and ecting, in collsboration with
sppropriste Agency components, as machine techniques and methods
sdviser to officials of the Agency in connection with the applicstion
and utiliestion of office business machines,
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(2) Reviewing and coordinating requests for the ecquisition, trapsfer,
and disposal of office business machines and making such recommenis-
tions as are appropriate,

(3) Developing, in coordination with the Chiefs of Major Components,
Agency standards for the utilization of office business machines,
as wvell as appropriste utilization records for those types of
mechines and machine operations which meke such record keeping
feasible and desirable, .

(4) Revieving utilization records which are meintained or preparsd by
offices under the jurisdiction of the Chiefs of Major Components
and meking appropriate recommendations related thersto.

(5) Conducting research and development, in collaboration with
appropriaste components of the Agency im the design and utilization
of unique office bueiness machines for spacial spplication.

The Chief of Logistics is responsible for the acquisition, transfer, and
disposal of office business mechines when requested by the Chief of a
Major Component or his designee and concurred in by the Chief of the
Management Steff,

PROCEDURES

Requisitions for new, replecement, or additional office business machines
shall be forwarded to the Chief of Logistics, through the Chief of the
Mensgement Btaff, eccompanied by e detailed memorandum of justification
addresged to the latter. The Justification shall be signed by the Chief
of the Major Component concerned or his designse and shell contain, as &
minimum, the following information:

(1) A deseription of the work to be performed.

(2) Aveilability of central facilities or pool facilities.

(3) Statement explaining the efficiency, quality, or economies to be
gained by using the requested office business mechine, Savings
estimates should include data such as work volumes and man-hours
involved.

The Chief of the Management Staff shall forward requisitions, with his

concurrence, tc the Chiefl of logisties. Requisitions on which reconsiders-

tion 1s recommended shell be returned to the originator by the Management
Staff together with reasons for such action.
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7. STARDARDE FOR DETERMINATION OF NEED FOR ELECTRIC TYPEWRITEBRS

This paragraph provides the stendards by which & determination can be made
regarding tha need to use eleetric typewriters. Justifications for the use or
acquisition of electric typewriters must indicate sompliance with one of the
standards which follow:

B

be

T

de

Use shall be restricted to experienced operators and in complisnce with
one or more of the folloving:

(1)
(2)

(3)

Utilization qf the machine four or more hours daily.

An average of 25 percent of the daily werk performed on the mechine
is concerned with

(2) The preparation of reproduction copy, such as photo masters
and stencils; or

{b) The preparation of statistics and reports requiring decimal
tebulation; or

{¢) The preparation of materisl requiring more copiee than can be
legibly produced on a manual typewriter, (Omdinerily this will
ba, for forms, an original and Tive or more carbons; snd for
correspondence, an original and ssven or more carbons,)

The machine is used in the preparation of copy for offeset printing.
The assignment of proportional apacing machines shall ordinarily bve
limited to this use,

The mechines are used by physically handicapped employees.

The machines are necessary for training purposes.

A significant seving ia achieved by way of greatsr efficlency or incressed

production.

FOR THE DIBECTOR OF CENTRAL INTELLIGENCE:

Arting néputy Director
(Administration)
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